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Personnel Administration 
Tutorial

INTRODUCING
Fast Entry Hire Action
PA42
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What Will I Learn?

As an experienced PA user, you will 
be able to: 

Process new hires using the Fast 
Entry Transaction (PA42)
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Why Was This Developed?

To simplify and expedite the hiring 
process. 
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What’s New?

The Fast Entry Hiring Action combines several 
of your most important infotypes into ONE 
SCREEN.  

Actions – IT0000
Personal Data – IT0002
Organizational Assignment – IT0001
Addresses (Permanent Res)- IT0006
Additional Personal Data – IT0077
Residence Status- IT0094
Planned Working Time – IT0007
Bank Details- IT0009
Residence Tax Area – IT0207
Work Tax Area – 0208
Unemployment State - 0209
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What’s In It For Me? 

Reduces key strokes by more than 50%
Creates many infotypes in the background

COMPLETE ONLY FOUR (4) SCREENS

New Hire Fast Entry Screen
Basic Pay- IT0008
Withholding Info W4/W5 (AR) – IT0210
Withholding Info W4/W5  (FED)- IT0210
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Here’s What It Looks Like.
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Before You Begin

CHECK for previous state employment. 

CONTACT OPM/State Payroll Systems to REQUEST
a search of all participating AASIS agencies for 
previous employment.

VERIFY the employee’s social security number, 
permanent address information, bank information 
for direct deposit and W4/W5 information. 
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Demonstration

Fast Entry - Hire

Human Resources > Personnel Management > 
Administration > HR Master Data > Fast Entry Actions (PA42)
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1. You may enter the transaction 
code (PA42) or follow the menu 
path. 

Fast Entry-Hire
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Fast Entry-Hire

2. Enter start date

3. Select Hire3. Select Fast Entry Infotype

2. Enter hire date 
4. Execute

Personnel Actions: This is the initial screen to begin 
the hiring process.  
Do not enter a number in the “Personnel no.” field.  
This number will generate automatically from the 
system. Verify the date of hire to make sure it is 
correct before you save this screen.  If an incorrect 
hire date has been entered and saved, refer to 
Troubleshooting Note #2.
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Fast Entry-Hire

Notice important information defaults 
in the appropriate fields. For example: 
Action Reason now defaults New Hire.  
This can be changed when necessary 
by choosing from the drop-down.
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Fast Entry-Hire

5. Enter Position
number 

6. Enter Social 
Security number

7. Click  
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Fast Entry-Hire

Notice, once you click enter important 
information defaults from the position.
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Fast Entry-Hire

8. Select Administrators

9. Select work 
contract

10. Enter employee’s 
personal data

11. Enter bank key 
and account # for 
direct deposit

The bank control key 
can be changed to 
Savings or left blank 
for warrant.
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Fast Entry-Hire

If you need to search for the bank key ( bank routing number), type the city name in 
ALL CAPS and green check.
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Select bank by 
name.
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Fast Entry-Hire

If Warrant for Payroll is selected, you must 
choose the blank space for the Control key.
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12. Execute or 
Save

If you missed entering information in a 
(required) Fast Entry field, the infotype 
containing that field will appear for you to 
complete.
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13. Enter reason code

Notice an error message 
appears indicating there is 
mandatory information 
required on this infotype. 

This is the first screen to show the 
Personnel number. 
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Fast Entry-Hire

When the 02 
reason code is 
entered for ‘New 
Hire at band 1’, hit 
ENTER to see the 
minimum annual 
salary as shown 
below.

14. Click
15. Save
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If a different reason 
code is used, you 
must enter the 
hourly rate 
amount. 
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16. Enter filing status for AR  
Note: If necessary, 
complete other fields.

17. Click or 
save
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18. Enter Filing status for 
FED  Note: If necessary 
complete other fields.

19. Click or 
save
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Fast Entry-Hire

Congratulations! 
You have completed 
the Fast Entry Hire 
Action! 


